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 Business Intelligence  

Procurement Dashboard Job Aid 
 

 
DASHBOARD AND DASHBOARD PAGES: 

 
 

 

DASHBOARD: Procurement   
 
DATA: The data in the Procurement dashboard is from the Cardinal Financial System Procurement 
Module.  The data represents VDOT purchase order transactions.  
 
The Procurement dashboard contains seven dashboard pages and twenty-four reports:  
 

1. Open PO Overview (dashboard page) 
    1. Open PO KPIs (report) 

  2. Open PO Amount by Top Category (report) 
   3. Open PO Amount by Top Vendor (report) 

   4. Open PO Amount for all Purchasing Categories (report) and Open PO Amount                    
                            for all Vendors (report) 

 
2. Spend Overview (dashboard page) 

   5. Spend vs Year Ago KPI (report) 

   6. PO vs Non-PO Spend (report) 
   7. PO Spend – Goods vs Services (report) 
   8. PO Spend by Top Categories (report) 
   9. Non-PO Spend by Vendor (report) 

   
3. PO Spend by Category (dashboard page) 
  10. PO Spend Trend by Top Categories (report) 
  11. PO Spend Year over Year Trend by Top Categories (report) 

  12. PO Spend by Category (report) 

  13. Category PO Spend by Vendor (report) 

 

4. PO Spend by Vendor (dashboard page) 
  14. PO Spend Trend by Top Vendors (report) 

   15. PO Spend Year over Year Trend by Top Vendors (report) 

   16. PO Spend by Vendor (report) 

   17. Vendor PO Spend by Category (report) 

 

5. Item Analysis (dashboard page) 

  18. Spend Details by Item (report) 

   19. Spend Trend by Item (report) 

   20. Vendor Spend by Item (report) 
   21. Location Spend by Item (report)   
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6. Contract Analysis (dashboard page) 

  22. Contract Analysis (report) 

 

7. Buyer Analysis (dashboard page) 

  23. Off-Contract Spend by Buyer (report) 

 

8. Other Reports 
  24. Spend Transactions (report) 

   25. PO Transactions (report) 
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DASHBOARD PAGE: Open PO Overview 
 
REPORTS:    Open PO KPIs 

   Open PO Amount by Top Category 
    Open PO Amount by Top Vendor 

    Open PO Amount for all Purchasing Categories 

    Open PO Amount for all Vendors 
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REPORT/LINKS/VISUALIZATION: Open PO KPIs  
REPORT ID: BI-R.PO.0001 
LAST REVISION: 07/18/2016    
 

 
 

 
 
DESCRIPTION:  
The Open PO KPIs report summarizes the Number of Approved POs, Approved PO Amount, Received 
Amount and Open PO Amount.  Users will be able to analyze the Number of Approved POs, Approved 
PO Amount, Received Amount and Open PO Amount based on the selection of the following prompts: 
Secretariat, Agency, Vendor Name, Vendor Number, Purchasing Category and Vendor Classification.  
 
PURPOSE / USE:  

 Identify the Number of Approved POs, Approved PO Amount, Received Amount and Open PO 
Amount. 

  
PROMPTS:  

 Secretariat Level Name (optional) – Defaults to blank for all. 

 Agency Description/Agency Code (optional) - Defaults to blank for all. 

 Vendor Name (optional) – Defaults to blank for all. 

 Vendor Number (optional) – Defaults to blank for all. 

 Purchasing Category (optional) – Defaults to blank for all. 

 Vendor Classification (optional) – Defaults to blank for all. 
 
DRILLDOWNS TO: 

 None 
 
GUIDED NAVIGATION TO:  

 None 
 
LIGHT BULB NAVIGATION TO:  

 None 
  
DATA:   

 The data included in this report is Number of Approved POs, Approved PO Amount, Received 
Amount and Open PO Amount. 

 
ADDITIONAL INFO: 

 Vendor Name and Vendor Number will be redacted if the transaction is sensitive and if the Vendor 
name and number fields are defined in the redacted list of PeopleSoft columns. 
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REPORT/LINKS/VISUALIZATION: Open PO Amount by Top Category  
REPORT ID: BI-R.PO.0002 
LAST REVISION: 07/18/2016    
 

 
 

 
 
DESCRIPTION:  
This report summarizes the Open PO Amount by Top 10 Categories for the Number of Approved POs, 
Approved PO Amount, Received Amount and Open PO Amount. Users will be able to analyze the Open 
PO Amount by Top 10 Categories based on the selection of the following prompts: Secretariat, Agency, 
Vendor Name, Vendor Number, Purchasing Category and Vendor Classification.  
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PURPOSE / USE:  

 Identify the Open PO Amount by Top 10 Categories for the Number of Approved POs, Approved 
PO Amount, Received Amount and Open PO Amount. 

  
PROMPTS:  

 Secretariat Level Name (optional) – Defaults to blank for all. 

 Agency Description/Agency Code (optional) - Defaults to blank for all. 

 Vendor Name (optional) – Defaults to blank for all. 

 Vendor Number (optional) – Defaults to blank for all. 

 Purchasing Category (optional) – Defaults to blank for all. 

 Vendor Classification (optional) – Defaults to blank for all. 
 
DRILLDOWNS TO: 

 None 
 
GUIDED NAVIGATION TO:  

 None 
 
LIGHT BULB NAVIGATION TO:  

 None 
  
DATA:   

 The data included in this report is Number of Approved POs, Approved PO Amount, Received 
Amount and Open PO Amount. 

 
ADDITIONAL INFO: 

 Vendor Name and Vendor Number will be redacted if the transaction is sensitive and if the Vendor 
name and number fields are defined in the redacted list of PeopleSoft columns. 
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REPORT/LINKS/VISUALIZATION: Open PO Amount by Top Vendor  
REPORT ID: BI-R.PO.0003 
LAST REVISION: 07/18/2016    
 

 
 

 
 
DESCRIPTION:  
This report summarizes the Open PO Amount by Top 10 Vendors for the Number of Approved POs, 
Approved PO Amount, Received Amount and Open PO Amount. Users will be able to analyze the Open 
PO Amount by Top 10 Vendors based on the selection of the following prompts: Secretariat, Agency, 
Vendor Name, Vendor Number, Purchasing Category and Vendor Classification. 
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PURPOSE / USE:  

 Identify the Open PO Amount by Top 10 Vendors for the Number of Approved POs, Approved PO 
Amount, Received Amount and Open PO Amount. 

  
PROMPTS:  

 Secretariat Level Name (optional) – Defaults to blank for all. 

 Agency Description/Agency Code (optional) - Defaults to blank for all. 

 Vendor Name (optional) – Defaults to blank for all. 

 Vendor Number (optional) – Defaults to blank for all. 

 Purchasing Category (optional) – Defaults to blank for all. 

 Vendor Classification (optional) – Defaults to blank for all. 
 
DRILLDOWNS TO: 

 None 
 
GUIDED NAVIGATION TO:  

 None 
 
LIGHT BULB NAVIGATION TO:  

 None 
  
DATA:   

 The data included in this report is the Number of Approved POs, Approved PO Amount, Received 
Amount and Open PO Amount. 

 
ADDITIONAL INFO: 

 Vendor Name and Vendor Number will be redacted if the transaction is sensitive and if the Vendor 
name and number fields are defined in the redacted list of PeopleSoft columns. 
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REPORT/LINKS/VISUALIZATION: Open PO Amount for all Purchasing Categories 
REPORT ID: BI-R.PO.0004 
LAST REVISION: 07/18/2016    
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DESCRIPTION:  
This report summarizes all Open PO Amounts by Category or by Vendor for the Number of Approved 
POs, Approved PO Amount, Received Amount and Open PO Amount. Users will be able to analyze the 
Open PO Amount by Top 10 Categories based on the selection of the following prompts: Secretariat, 
Agency, Vendor Name, Vendor Number, Purchasing Category and Vendor Classification. 
 
PURPOSE / USE:  

 Summarizes all Open PO Amounts by Category or by Vendor for the Number of Approved POs, 
Approved PO Amount, Received Amount and Open PO Amount. 
  

PROMPTS:  

 Secretariat Level Name (optional) – Defaults to blank for all. 

 Agency Description/Agency Code (optional) - Defaults to blank for all. 

 Vendor Name (optional) – Defaults to blank for all. 

 Vendor Number (optional) – Defaults to blank for all. 

 Purchasing Category (optional) – Defaults to blank for all. 

 Vendor Classification (optional) – Defaults to blank for all. 
 
DRILLDOWNS TO: 

 This report also allows user to drilldown on the Open PO Amount for all Purchasing Categories 
to get more detail within the same report.  By clicking/drilling on the Purchasing Category Hierarchy 
8 Code column header the same report will be displayed with Purchasing Category Hierarchy 7 
detail. Users can drill down to Purchasing Category Hierarchy 6 detail. 

 No drilldown on Open PO Amount for all Vendors. 
 

GUIDED NAVIGATION TO:  

 When user clicks on an amount in the data table/report an option to move to report BI-R.PO.0024 
PO Transactions is available. 

 
LIGHT BULB NAVIGATION TO:  

 None 
  
DATA:   

 The data included in this report is Number of Approved POs, Approved PO Amount, Received 
Amount and Open PO Amount. 

 
ADDITIONAL INFO: 

 Vendor Name and Vendor Number will be redacted if the transaction is sensitive and if the Vendor 
name and number fields are defined in the redacted list of PeopleSoft columns. 
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DASHBOARD PAGE: Spend Overview 
 
REPORTS:   Spend vs Year Ago KPI 
    PO vs Non-PO Spend 
    PO Spend – Goods vs Services 
    PO Spend by Top Categories 
    Non-PO Spend by Vendor 
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REPORT/LINKS/VISUALIZATION:  Spend vs Year Ago KPI 
REPORT ID: BI-R.PO.0005 
LAST REVISION: 07/18/2016    
 

 
 

 
 
DESCRIPTION:  
This report displays a bar chart that compares Spend amounts based on the accounting date range 
selected to the same date range one year earlier. Users will be able to analyze the Spend vs Year Ago 
KPI based on the selection of the following prompts: Accounting Date, Secretariat, Agency, Vendor Name, 
Vendor Number, Purchasing Category and Vendor Classification.  
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PURPOSE / USE:  

 Compares Spend amounts based on the accounting date range selected to the same date range 
one year earlier. 
  

PROMPTS:   

 Secretariat Level Name (optional) – Defaults to blank for all. 

 Agency Description/Agency Code (optional) - Defaults to blank for all. 

 Purchasing Category (optional) – Defaults to blank for all. 

 Vendor Name (optional) – Defaults to blank for all. 

 Vendor Number (optional) – Defaults to blank for all. 

 Vendor Classification (optional) – Defaults to blank for all. 

 Accounting Date Range (required) – Defaults to last 30 days. 
 
DRILLDOWNS: None 
 
GUIDED NAVIGATION TO: None 
 
LIGHT BULB FROM: None 

 
DATA:  
  
ADDITIONAL INFO: 

 Vendor Name and Vendor Number will be redacted if the transaction is sensitive and if the Vendor 
name and number fields are defined in the redacted list of PeopleSoft columns 
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REPORT/LINKS/VISUALIZATION:  PO vs Non-PO Spend 
REPORT ID: BI-R.PO.0006 
LAST REVISION: 07/18/2016    
 

 
 

 
 
DESCRIPTION:  
This report displays a pie chart that analyzes the PO Spend vs. Non-PO Spend. Users will be able to 
analyze the PO vs Non-PO Spend based on the selection of the following prompts: Accounting Date, 
Secretariat, Agency, Vendor Name, Vendor Number, Purchasing Category and Vendor Classification.  
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PURPOSE / USE:  

 Compares the PO Spend vs. Non-PO Spend amounts. 
  

PROMPTS:   

 Secretariat Level Name (optional) – Defaults to blank for all. 

 Agency Description/Agency Code (optional) - Defaults to blank for all. 

 Purchasing Category (optional) – Defaults to blank for all. 

 Vendor Name (optional) – Defaults to blank for all. 

 Vendor Number (optional) – Defaults to blank for all. 

 Vendor Classification (optional) – Defaults to blank for all. 

 Accounting Date Range (required) – Defaults to last 30 days. 
 
DRILLDOWNS: None 
 
GUIDED NAVIGATION TO:  None 
 
LIGHT BULB FROM: None 

 
DATA:  
  
ADDITIONAL INFO: 

 Vendor Name and Vendor Number will be redacted if the transaction is sensitive and if the Vendor 
name and number fields are defined in the redacted list of PeopleSoft columns 
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REPORT/LINKS/VISUALIZATION:  PO Spend – Goods vs Services 
REPORT ID: BI-R.PO.0007 
LAST REVISION: 07/18/2016    
 

 
 

 
 
DESCRIPTION:  
This report displays a pie chart that analyzes the PO Spend – Goods vs. Services. Users will be able to 
analyze the PO Spend – Goods vs. Services based on the selection of the following prompts: Accounting 
Date, Secretariat, Agency, Vendor Name, Vendor Number, Purchasing Category and Vendor 
Classification. 
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PURPOSE / USE:  

 Compares PO Spend – Goods vs. Services amounts. 
  

PROMPTS:   

 Secretariat Level Name (optional) – Defaults to blank for all. 

 Agency Description/Agency Code (optional) - Defaults to blank for all. 

 Purchasing Category (optional) – Defaults to blank for all. 

 Vendor Name (optional) – Defaults to blank for all. 

 Vendor Number (optional) – Defaults to blank for all. 

 Vendor Classification (optional) – Defaults to blank for all. 

 Accounting Date Range (required) – Defaults to last 30 days. 
 
DRILLDOWNS: None 
 
GUIDED NAVIGATION TO: 

 By clicking on the PO Spend - Goods vs Services pie chart the user can move to the 
BI_R.PO.0013 PO Spend by Category or BI_R.PO.0017 PO Spend by Vendor. 

 
LIGHT BULB FROM: None 

 
DATA:  
  
ADDITIONAL INFO: 

 Vendor Name and Vendor Number will be redacted if the transaction is sensitive and if the Vendor 
name and number fields are defined in the redacted list of PeopleSoft columns 
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REPORT/LINKS/VISUALIZATION:  PO Spend by Top Categories 
REPORT ID: BI-R.PO.0008 
LAST REVISION: 07/18/2016    
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DESCRIPTION:  
This report analyzes the Spend by Top Categories. Users will be able to analyze the Spend by Top 
Categories based on the selection of the following prompts: Accounting Date, Secretariat, Agency, Vendor 
Name, Vendor Number, Purchasing Category and Vendor Classification.  
 
PURPOSE / USE:  

 Analyzes the Spend by Top Categories based on the accounting date range selected. 
  

PROMPTS:   

 Secretariat Level Name (optional) – Defaults to blank for all. 

 Agency Description/Agency Code (optional) - Defaults to blank for all. 

 Purchasing Category (optional) – Defaults to blank for all. 

 Vendor Name (optional) – Defaults to blank for all. 

 Vendor Number (optional) – Defaults to blank for all. 

 Vendor Classification (optional) – Defaults to blank for all. 

 Accounting Date Range (required) – Defaults to last 30 days. 
 
DRILLDOWNS: None 
 
GUIDED NAVIGATION TO: None 
 
LIGHT BULB FROM: None 

 
DATA:  
  
ADDITIONAL INFO: 

 Vendor Name and Vendor Number will be redacted if the transaction is sensitive and if the Vendor 
name and number fields are defined in the redacted list of PeopleSoft columns 
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REPORT/LINKS/VISUALIZATION:  Non-PO Spend by Vendor 
REPORT ID: BI-R.PO.0009 
LAST REVISION: 07/18/2016    
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DESCRIPTION:  
This report displays a data table and a pie chart that analyzes the Non-PO Spend by Vendor. Users will 
be able to analyze the Non-PO Spend by Vendor based on the selection of the following prompts: 
Accounting Date, Secretariat, Agency, Vendor Name, Vendor Number, Purchasing Category and Vendor 
Classification.  
 
PURPOSE / USE:  

 Analyzes the Non-PO Spend by Vendor. 
  

PROMPTS:   

 Secretariat Level Name (optional) – Defaults to blank for all. 

 Agency Description/Agency Code (optional) - Defaults to blank for all. 

 Purchasing Category (optional) – Defaults to blank for all. 

 Vendor Name (optional) – Defaults to blank for all. 

 Vendor Number (optional) – Defaults to blank for all. 

 Vendor Classification (optional) – Defaults to blank for all. 

 Accounting Date Range (required) – Defaults to last 30 days. 
 
DRILLDOWNS: None 
 
GUIDED NAVIGATION TO: None 
 
LIGHT BULB FROM: None 

 
DATA:  
  
ADDITIONAL INFO: 

 Vendor Name and Vendor Number will be redacted if the transaction is sensitive and if the Vendor 
name and number fields are defined in the redacted list of PeopleSoft columns. 
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DASHBOARD PAGE: PO Spend by Category 

REPORTS:   PO Spend Trend by Top Categories 
   PO Spend Year over Year Trend by Top Categories 

   PO Spend by Category 
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REPORT/LINKS/VISUALIZATION: PO Spend Trend by Top Categories 
REPORT ID: BI-R.PO.0010  
LAST REVISION: 07/18/2016    
 
(Graph view)          (Pivot Table view) 

     
 
DESCRIPTION:  
This report displays a graph or a data table that analyzes the Spend Trend by Top Categories. Users will 
be able to analyze the Spend Trend by Top Categories based on the selection of the following prompts: 
Accounting Date, Secretariat, Agency, Vendor Name, Vendor Number, Purchasing Category Vendor 
Classification and Product Physical Nature.  
 
PURPOSE / USE:  

 Analyzes the PO Spend Trend by Top Categories.  
  

PROMPTS:   

 Secretariat Level Name (optional) – Defaults to blank for all. 

 Agency Description/Agency Code (optional) - Defaults to blank for all. 

 Purchasing Category (optional) – Defaults to blank for all. 

 Vendor Name (optional) – Defaults to blank for all. 

 Vendor Number (optional) – Defaults to blank for all. 

 Vendor Classification (optional) – Defaults to blank for all. 

 Accounting Date Range (required) – Defaults to last 30 days. 

 Physical Product Nature (optional) – Defaults to blank for all. 
 
DRILLDOWNS:  
 

 From the graph view, this report allows user to drilldown on the PO Spend Trend by Top 
Categories for a specific category to get more detail within the same report. 

 

 From the pivot table view, this report also allows user to drilldown on the PO Spend Trend by Top 
Categories to get more detail within the same report.  By clicking/drilling on the Purchasing 
Category Hierarchy 8 Code column header the same report will be displayed with Purchasing 
Category Hierarchy 7 detail. Users can drill down to Purchasing Category Hierarchy 6 detail. 
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GUIDED NAVIGATION TO: None 
 
LIGHT BULB FROM: None 

 
DATA:  
  
ADDITIONAL INFO: 

 Vendor Name and Vendor Number will be redacted if the transaction is sensitive and if the Vendor 
name and number fields are defined in the redacted list of PeopleSoft columns. 
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REPORT/LINKS/VISUALIZATION: PO Spend Year Over Year Trend by Top Categories 
REPORT ID: BI-R.PO.0011  
LAST REVISION: 07/18/2016    
 
(Graph view)      (Table view) 

     
 
DESCRIPTION:  
This report displays a graph or a data table that compares the Spend Year Over Year Trend by Top 
Categories. Users will be able to analyze the Spend Year Over Year Trend by Top Categories based on 
the selection of the following prompts: Accounting Date, Secretariat, Agency, Vendor Name, Vendor 
Number, Purchasing Category Vendor Classification and Product Physical Nature. 
 
PURPOSE / USE:  

 Compares the Spend Year Over Year Trend by Top Categories.  
  

PROMPTS:   

 Secretariat Level Name (optional) – Defaults to blank for all. 

 Agency Description/Agency Code (optional) - Defaults to blank for all. 

 Purchasing Category (optional) – Defaults to blank for all. 

 Vendor Name (optional) – Defaults to blank for all. 

 Vendor Number (optional) – Defaults to blank for all. 

 Vendor Classification (optional) – Defaults to blank for all. 

 Accounting Date Range (required) – Defaults to last 30 days. 

 Physical Product Nature (optional) – Defaults to blank for all. 
 
DRILLDOWNS:  

 From the graph view, this report allows user to drilldown from the monthly view on the PO Spend 
Year Over Year Trend by Top Categories to a daily view within the same report. 

 

 From the pivot table view, this report also allows user to drilldown on the PO Spend Year Over 
Year Trend by Top Categories to get more detail within the same report.  By clicking/drilling on 
the Purchasing Category Hierarchy 8 Code column header the same report will be displayed with 
Purchasing Category Hierarchy 7 detail. Users can drill down to Purchasing Category Hierarchy 6 
detail. 

 
GUIDED NAVIGATION TO: None 
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LIGHT BULB FROM: None 

 
DATA:  
  
ADDITIONAL INFO: 

 Vendor Name and Vendor Number will be redacted if the transaction is sensitive and if the Vendor 
name and number fields are defined in the redacted list of PeopleSoft columns. 
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REPORT/LINKS/VISUALIZATION: PO Spend by Category 
REPORT ID: BI-R.PO.0012  
LAST REVISION: 07/18/2016    
 

     
 
DESCRIPTION:  

This report displays a graph and a data table that analyzes the PO Spend by Category. Users will be 
able to analyze the PO Spend by Category based on the selection of the following prompts: 
Accounting Date, Secretariat, Agency, Vendor Name, Vendor Number, Purchasing Category Vendor 
Classification and Product Physical Nature. 
 
PURPOSE / USE:  

 Analyzes the PO Spend by Category.  
  

PROMPTS:   

 Secretariat Level Name (optional) – Defaults to blank for all. 

 Agency Description/Agency Code (optional) - Defaults to blank for all. 

 Purchasing Category (optional) – Defaults to blank for all. 

 Vendor Name (optional) – Defaults to blank for all. 

 Vendor Number (optional) – Defaults to blank for all. 

 Vendor Classification (optional) – Defaults to blank for all. 

 Accounting Date Range (required) – Defaults to last 30 days. 

 Physical Product Nature (optional) – Defaults to blank for all. 
 
DRILLDOWNS:  

 This report also allows user to drilldown on the PO Spend Year Over Year Trend by Top 
Categories to get more detail within the same report.  By clicking/drilling on the Purchasing 
Category Hierarchy 8 Code column header the same report will be displayed with Purchasing 
Category Hierarchy 7 detail. Users can drill down to Purchasing Category Hierarchy 6 detail. 

 
GUIDED NAVIGATION TO: User can click on an amount in the Spend column and navigate to  
 Spend Transactions. 
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LIGHT BULB FROM: User can click on the light bulb and navigate to Category PO Spend by Vendor. 
 

DATA:  
  
ADDITIONAL INFO: 

 Vendor Name and Vendor Number will be redacted if the transaction is sensitive and if the Vendor 
name and number fields are defined in the redacted list of PeopleSoft columns. 
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REPORT/LINKS/VISUALIZATION: Category PO Spend by Vendor 
REPORT ID: BI-R.PO.0013  
LAST REVISION: 07/18/2016    
 

     
 
DESCRIPTION:  

This report displays a graph and a data table that analyzes the Category PO Spend by Vendor. Users 
will be able to analyze the Category PO Spend by Vendor based on the selection of the following 
prompts: Accounting Date, Secretariat, Agency, Vendor Name, Vendor Number, Purchasing 
Category Vendor Classification and Product Physical Nature.  
 
PURPOSE / USE:  

 Analyzes the Category PO Spend by Vendor.  
  

PROMPTS:   

 No prompts – the data on this report is based on the prompt values from the previous report.  
 
DRILLDOWNS: None 
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GUIDED NAVIGATION TO: User can click on an amount in the Spend column and navigate to  
 Spend Transactions. 
 
LIGHT BULB FROM: User can click on the light bulb and navigate to Category PO Spend by Vendor. 

 
DATA:  
  
ADDITIONAL INFO: 

 Vendor Name and Vendor Number will be redacted if the transaction is sensitive and if the Vendor 
name and number fields are defined in the redacted list of PeopleSoft columns. 
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DASHBOARD PAGE: PO Spend by Vendor 
 
REPORTS:   PO Spend Trend by Top Vendors 
    PO Spend Year over Year Trend by Top Vendors 

    PO Spend by Vendor 
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REPORT/LINKS/VISUALIZATION: PO Spend Trend by Top Vendors 
REPORT ID: BI-R.PO.0014  
LAST REVISION: 07/18/2016    
 
(Graph view)          (Pivot Table view) 

      
 
DESCRIPTION:  

This report displays a graph or a data table that analyzes the PO Spend Trend by Top Vendors. 

Users will be able to analyze the Spend Trend by Top Vendors based on the selection of the following 

prompts: Accounting Date, Secretariat, Agency, Vendor Name, Vendor Number, Purchasing 

Category, Vendor Classification and Product Physical Nature.  

 
PURPOSE / USE:  

 Analyzes the PO Spend Trend by Top Vendors.  
  

PROMPTS:   

 Secretariat Level Name (optional) – Defaults to blank for all. 

 Agency Description/Agency Code (optional) - Defaults to blank for all. 

 Purchasing Category (optional) – Defaults to blank for all. 

 Vendor Name (optional) – Defaults to blank for all. 

 Vendor Number (optional) – Defaults to blank for all. 

 Vendor Classification (optional) – Defaults to blank for all. 

 Accounting Date Range (required) – Defaults to last 30 days. 

 Physical Product Nature (optional) – Defaults to blank for all. 
 
DRILLDOWNS:  
 

 From the graph view, this report allows user to drilldown on the PO Spend Trend by Top Vendors 
for a specific vendor to get more detail within the same report. 

 

 From the pivot table view, this report also allows user to drilldown on the PO Spend Trend by Top 
Vendors to get the entire amount spent for that period for all vendors within the same report.   
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GUIDED NAVIGATION TO: None 
 
LIGHT BULB FROM: None 

 
DATA:  
  
ADDITIONAL INFO: 

 Vendor Name and Vendor Number will be redacted if the transaction is sensitive and if the Vendor 
name and number fields are defined in the redacted list of PeopleSoft columns. 
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REPORT/LINKS/VISUALIZATION: PO Spend Year over Year Trend by Top Vendors 
REPORT ID: BI-R.PO.0015  
LAST REVISION: 07/18/2016    
 
(Graph view)        (Table view) 

     
 
DESCRIPTION:  
This report displays a graph or a data table that compares the Spend Year Over Year Trend by Top 
Vendors. Users will be able to analyze the Spend Year Over Year Trend by Top Vendors based on the 
selection of the following prompts: Accounting Date, Secretariat, Agency, Vendor Name, Vendor Number, 
Purchasing Category, Vendor Classification and Product Physical Nature. 
 
PURPOSE / USE:  

 Compares the Spend Year Over Year Trend by Top Vendors. 
  

PROMPTS:   

 Secretariat Level Name (optional) – Defaults to blank for all. 

 Agency Description/Agency Code (optional) - Defaults to blank for all. 

 Purchasing Category (optional) – Defaults to blank for all. 

 Vendor Name (optional) – Defaults to blank for all. 

 Vendor Number (optional) – Defaults to blank for all. 

 Vendor Classification (optional) – Defaults to blank for all. 

 Accounting Date Range (required) – Defaults to last 30 days. 

 Physical Product Nature (optional) – Defaults to blank for all. 
 
DRILLDOWNS:  

 From the graph view, this report allows user to drilldown from the monthly view on the PO Spend 
Year over Year Trend by Top Vendors to a daily view within the same report. 

 

 From the pivot table view, this report also allows user to drilldown on the PO Spend Year over 
Year Trend by Top Vendors to get more detail within the same report.  By clicking/drilling on the 
Purchasing Category Hierarchy 8 Code column header the same report will be displayed with 
Purchasing Category Hierarchy 7 detail. Users can drill down to Purchasing Category Hierarchy 6 
detail. 

 
GUIDED NAVIGATION TO: None 
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LIGHT BULB FROM: None 

 
DATA:  
  
ADDITIONAL INFO: 

 Vendor Name and Vendor Number will be redacted if the transaction is sensitive and if the Vendor 
name and number fields are defined in the redacted list of PeopleSoft columns. 
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REPORT/LINKS/VISUALIZATION: PO Spend by Vendor 
REPORT ID: BI-R.PO.0016  
LAST REVISION: 07/18/2016    
 

     
 
DESCRIPTION:  

This report displays a data table that analyzes the PO Spend by Vendor. Users will be able to analyze 
the PO Spend by Vendor based on the selection of the following prompts: Accounting Date, 
Secretariat, Agency, Vendor Name, Vendor Number, Purchasing Category, Vendor Classification and 
Product Physical Nature.  
 
PURPOSE / USE:  

 Analyzes PO Spend by Vendor.  
  

PROMPTS:   

 Secretariat Level Name (optional) – Defaults to blank for all. 

 Agency Description/Agency Code (optional) - Defaults to blank for all. 

 Purchasing Category (optional) – Defaults to blank for all. 

 Vendor Name (optional) – Defaults to blank for all. 

 Vendor Number (optional) – Defaults to blank for all. 

 Vendor Classification (optional) – Defaults to blank for all. 

 Accounting Date Range (required) – Defaults to last 30 days. 

 Physical Product Nature (optional) – Defaults to blank for all. 
 
DRILLDOWNS: None 
 
GUIDED NAVIGATION TO: User can click on an amount in the Spend column and navigate to  
 Spend Transactions. 
 
LIGHT BULB FROM: User can click on the light bulb and navigate to Vendor PO Spend by Vendor. 
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DATA:  
  
ADDITIONAL INFO: 

 Vendor Name and Vendor Number will be redacted if the transaction is sensitive and if the Vendor 
name and number fields are defined in the redacted list of PeopleSoft columns. 
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REPORT/LINKS/VISUALIZATION: Vendor PO Spend by Category 
REPORT ID: BI-R.PO.0017  
LAST REVISION: 07/18/2016    
 

     
 
DESCRIPTION:  

This report displays a pie chart and a data table that analyzes the Vendor PO Spend by Category. 
Users will be able to analyze the Vendor PO Spend by Category based on the selection of the 
following prompts: Accounting Date, Secretariat, Agency, Vendor Name, Vendor Number, Purchasing 
Category, Vendor Classification and Product Physical Nature.  
 
PURPOSE / USE:  

 Analyzes Vendor PO Spend by Category.  
  

PROMPTS:   

 No prompts – the data on this report is based on the prompt values from the previous report.  
 
DRILLDOWNS:  

 This report also allows user to drilldown on the Vendor PO Spend by Category to get more 
detail within the same report.  By clicking/drilling on the Purchasing Category Hierarchy 8 Code 
column header the same report will be displayed with Purchasing Category Hierarchy 7 detail. 
Users can drill down to Purchasing Category Hierarchy 6 detail. 

 
GUIDED NAVIGATION TO: User can click on an amount in the Spend column and navigate to  
 Spend Transactions. 
 
LIGHT BULB FROM: None 



 39 Last update: 07/14/2016 
 

 
DATA:  
  
ADDITIONAL INFO: 

 Vendor Name and Vendor Number will be redacted if the transaction is sensitive and if the Vendor 
name and number fields are defined in the redacted list of PeopleSoft columns. 
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DASHBOARD PAGE: Item Analysis 
 
REPORTS:   Spend Details by Item 

 

REPORT/LINKS/VISUALIZATION: Spend Details by Item 
REPORT ID: BI-R.PO.0018  
LAST REVISION: 07/18/2016 
 

 
 
DESCRIPTION:  

This report displays a data table that analyzes the Spend Details by Item based on total spend, on/off 
contract amounts, unite price, quantity purchased and potential savings. Users will be able to analyze 
the Spend Details by Item based on the selection of the following prompts: Accounting Date, Vendor 
Name, Vendor Number, Purchasing Category, Product Name and Product Number. 
 

 
PURPOSE / USE:  

 Analyzes the Spend Details by Item based on total spend, on/off contract amounts, unite price, 
quantity purchased and potential savings. 
  

PROMPTS:   

 Vendor Name (optional) – Defaults to blank for all. 

 Vendor Number (optional) – Defaults to blank for all. 

 Product Name (optional) – Defaults to blank for all. 

 Product Number (optional) – Defaults to blank for all. 

 Accounting Date Range (required) – Defaults to blank for all. 

 Purchasing Category (optional) – Defaults to blank for all. 
 

Select at least one of the following three prompts to run the reports on this dashboard page: Purchasing 
Category Hierarchy 8 Name, Product Name or Product Number. 
 
DRILLDOWNS: None 
 
GUIDED NAVIGATION TO: User can click on the Product Name or Product Number and navigate to 
Contract Analysis. 
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LIGHT BULB FROM: User can click on the light bulb and navigate to Spend Trend by Item, Vendor 
Spend by Item or Location Spend by Item. 

 
DATA:  
  
ADDITIONAL INFO: 

 Vendor Name and Vendor Number will be redacted if the transaction is sensitive and if the Vendor 
name and number fields are defined in the redacted list of PeopleSoft columns. 
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REPORT/LINKS/VISUALIZATION: Spend Trend by Item 
REPORT ID: BI-R.PO.0019  
LAST REVISION: 07/18/2016 
 
(Graph view)       

 
 
(Table view) 

 
 
DESCRIPTION:  

This report displays a bar chart or a data table that analyzes the Spend Trend by Item. Users will be 
able to analyze the Spend Trend by Item based on the selection of the following prompts: Accounting 
Date, Vendor Name, Vendor Number, Purchasing Category, Product Name and Product Number.  

 
PURPOSE / USE:  

 Analyzes the Spend Trend by Item.  
  

PROMPTS:   

 No prompts – the data on this report is based on the prompt values from the previous report.  
 

DRILLDOWNS:  

 From the table view, this report also allows user to drilldown on the Month column to get the entire 
amount spent by day within the same report.   

 
GUIDED NAVIGATION TO: User can click on the Spend amount and navigate to Spend Transactions. 
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LIGHT BULB FROM: None 
 

DATA:  
  
ADDITIONAL INFO: 

 Vendor Name and Vendor Number will be redacted if the transaction is sensitive and if the Vendor 
name and number fields are defined in the redacted list of PeopleSoft columns. 
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REPORT/LINKS/VISUALIZATION: Vendor Spend by Item 
REPORT ID: BI-R.PO.0020 
LAST REVISION: 07/18/2016 
 
(Graph view)       

 
 
(Table view) 

 
 
DESCRIPTION:  

This report displays a bar chart or a data table that analyzes the Vendor Spend by Item. Users will be 
able to analyze the Vendor Spend by Item based on the selection of the following prompts: 
Accounting Date, Vendor Name, Vendor Number, Purchasing Category, Product Name and Product 
Number. 
 
PURPOSE / USE:  

 Analyzes the Vendor Spend by Item.  
  

PROMPTS:   

 No prompts – the data on this report is based on the prompt values from the previous report.  
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DRILLDOWNS: None 
 
GUIDED NAVIGATION TO: User can click on the Spend amount and navigate to Spend Transactions. 
 
LIGHT BULB FROM: None 

 
DATA:  
  
ADDITIONAL INFO: 

 Vendor Name and Vendor Number will be redacted if the transaction is sensitive and if the Vendor 
name and number fields are defined in the redacted list of PeopleSoft columns. 
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REPORT/LINKS/VISUALIZATION: Location Spend by Item 
REPORT ID: BI-R.PO.0021 
LAST REVISION: 07/18/2016 
 
(Graph view)       

 
 
(Table view) 

 
 
DESCRIPTION:  

This report displays a bar chart or a data table that analyzes the Location Spend by Item. Users will 
be able to analyze the Location Spend by Item based on the selection of the following prompts: 
Accounting Date, Vendor Name, Vendor Number, Purchasing Category, Product Name and Product 
Number. 
 
PURPOSE / USE:  

 Analyzes the Location Spend by Item.  
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PROMPTS:   

 No prompts – the data on this report is based on the prompt values from the previous report.  
 

 
DRILLDOWNS: None 
 
GUIDED NAVIGATION TO: User can click on the Spend amount and navigate to Spend Transactions. 
 
LIGHT BULB FROM: None 

 
DATA:  
  
ADDITIONAL INFO: 
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DASHBOARD PAGE: Contract Analysis 
 
REPORTS:   Contract Analysis 

 

REPORT/LINKS/VISUALIZATION: Location Spend by Item 
REPORT ID: BI-R.PO.0022 
LAST REVISION: 07/18/2016 
 

 
 
DESCRIPTION:  

This report displays a data table that analyzes contract information by item or vendor. Users will be 
able to analyze contract information based on the selection of the following prompts: Vendor Name, 
Vendor Number, Purchasing Category, Product Name and Product Number.  
 
PURPOSE / USE:  

 Analyzes contract information by item or vendor.  
  

PROMPTS:   

 Vendor Name (optional) – Defaults to blank for all. 

 Vendor Number (optional) – Defaults to blank for all. 

 Purchasing Category (optional) – Defaults to blank for all. 

 Product Name (optional) – Defaults to blank for all. 

 Product Number (optional) – Defaults to blank for all. 
 
At least one prompt selection is required to run this report. 
 

DRILLDOWNS: None 
 
GUIDED NAVIGATION TO: None 
 
LIGHT BULB FROM: None 
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DATA:  
  
ADDITIONAL INFO: 
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DASHBOARD PAGE: Buyer Analysis 
 
REPORTS:   Off-Contract Spend by Buyer 

 

 

 
REPORT/LINKS/VISUALIZATION: Off-Contract Spend by Buyer 
REPORT ID: BI-R.PO.0023 
LAST REVISION: 07/18/2016 
 

 
 
DESCRIPTION:  

This report displays a graph and a data table that analyzes Off-Contract Spend by Buyer. Users will 
be able to analyze Off-Contract Spend by Buyer based on the selection of the following prompts: 
Accounting Date, Purchasing Category, and Buyer Name.  
 
PURPOSE / USE:  

 Analyzes Off-Contract Spend by Buyer.  
  

PROMPTS:   

 Accounting Date Range (required) – Defaults to last 30 days. 

 Purchasing Category (optional) – Defaults to blank for all. 

 Purchase Buyer Name (optional) – Defaults to blank for all. 
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Accounting Date is a required prompt selection to execute the report on this dashboard page. All other 
prompts are optional. 
 

DRILLDOWNS: None 
 
GUIDED NAVIGATION TO: User can click on the Spend amount or Off-Contract amount and navigate to 
Spend Transactions. User can also click on the graph and navigate to Spend Transactions. 
 
LIGHT BULB FROM: None 

 
DATA:  
  
ADDITIONAL INFO: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 52 Last update: 07/14/2016 
 

 
Other REPORTS:  Spend Transaction 

    PO Transactions  

 
REPORT/LINKS/VISUALIZATION: Spend Transactions 
REPORT ID: BI-R.PO.0024 
LAST REVISION: 07/18/2016 
 

 
 
DESCRIPTION:  

This report displays a data table that analyzes Spend Transactions by voucher line detail. Users will 
be able to navigate to this report from one of the following reports: BI-R.PO.0012 – PO Spend by 
Category, BI-R.PO.0013 – Category PO Spend by Vendor, BI-R.PO.0016 – PO Spend by Vendor, BI-
R.PO.0017 – Vendor PO Spend by Category, BI-R.PO.0019 – Spend Trend by Item, BI-R.PO.0020 – 
Vendor Spend by Item, BI-R.PO.0021 – Location Spend by Item, BI-R.PO.0023 - Off-Contract Spend 
by Buyer or BI-R.PO.0025 - PO Transactions. 
 
PURPOSE / USE:  

 Analyzes Spend Transactions by voucher line detail.  
 
PROMPTS:   

 No prompts – the data on this report is based on the prompt values from the previous report.  
 
DRILLDOWNS: None 
 

GUIDED NAVIGATION FROM: User can click an amount and navigate from one of the following reports: 
BI-R.PO.0012 – PO Spend by Category 
BI-R.PO.0013 – Category PO Spend by Vendor 
BI-R.PO.0016 – PO Spend by Vendor 
BI-R.PO.0017 – Vendor PO Spend by Category 
BI-R.PO.0019 – Spend Trend by Item 
BI-R.PO.0020 – Vendor Spend by Item 
BI-R.PO.0021 – Location Spend by Item 
BI-R.PO.0023 - Off-Contract Spend by Buyer 
BI-R.PO.0025 - PO Transactions. 
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GUIDED NAVIGATION TO: User can click on the Purchase Order Number and navigate to PO 
Transactions. 
 
LIGHT BULB FROM: None 

 
DATA:  
  
ADDITIONAL INFO: 
 

 Vendor Name and Vendor Number will be redacted if the transaction is sensitive and if the Vendor 
name and number fields are defined in the redacted list of PeopleSoft columns. 
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REPORT/LINKS/VISUALIZATION: PO Transactions 
REPORT ID: BI-R.PO.0025 
LAST REVISION: 07/18/2016 
 

 
 
DESCRIPTION:  

This report displays a data table that analyzes PO Transactions by PO line detail. Users will be able 
to navigate to this report from one of the following reports: BI-R.PO.0024 – Spend Transactions or BI-
R.PO.0004 – Open PO Amount by Category or Vendor. 
 
PURPOSE / USE:  

 Analyzes PO Transactions by PO line detail.  
 
PROMPTS:   

 No prompts – the data on this report is based on the prompt values from the previous report.  
 
DRILLDOWNS: None 
 

GUIDED NAVIGATION FROM: User can click an amount and navigate from one of the following reports: 
BI-R.PO.0024 – Spend Transactions 
BI-R.PO.0004 – Open PO Amount by Category or Vendor 
 
LIGHT BULB FROM: None 

 
DATA:  
  
ADDITIONAL INFO: 
 

 Vendor Name and Vendor Number will be redacted if the transaction is sensitive and if the Vendor 
name and number fields are defined in the redacted list of PeopleSoft columns. 

 
 
 
 
 
 
 
 
 
 


